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FINAL EXAMINATION DURATION 
COM105 – Business Communications 
 
Reading Time: 10 minutes 
Writing Time: 180 minutes 
 
INSTRUCTIONS TO CANDIDATES 
 
This exam has two sections:  
Section A: This section is worth 20 marks. Answer all Multiple Choice Questions. The suggested time 
allocation is 60 minutes. 
Section B: This section is worth 20 marks. Answer all five Short Questions. The suggested time 
allocation is 60 minutes.  
Section C: This section is worth 10 marks. Answer any one Essay Question. The suggested time 




You may begin writing from the commencement of the examination session.  The reading time 
indicated above is provided as a guide only. 
This is a RESTRICTED OPEN BOOK examination 
No calculators are permitted 
No handwritten notes are permitted 
Any hard copy, unannotated English dictionary is permitted 
ADDITIONAL AUTHORISED MATERIALS EXAMINATION MATERIALS TO BE SUPPLIED 
 
No additional printed material is permitted 
 
2 x 8 Page Book 
1 x 4 Multiple Choice Answer Sheet 
THIS EXAMINATION PAPER AND SUPPLIED MATERIALS ARE NOT PERMITTED TO BE REMOVED FROM 
ANY EXAMINATION VENUE IN ANY CIRCUMSTANCE. THIS EXAMINATION IS PRINTED DOUBLE-SIDED. 
 
Semester 1, 2017 FINAL EXAMINATION 
 COM105 – Business Communications 










THIS EXAMINATION IS PRINTED 
DOUBLE-SIDED. 
 













THIS EXAMINATION PAPER AND SUPPLIED MATERIALS ARE NOT PERMITTED TO BE REMOVED FROM 
ANY EXAMINATION VENUE IN ANY CIRCUMSTANCE. THIS EXAMINATION IS PRINTED DOUBLE-SIDED. 
 
Semester 1, 2017 FINAL EXAMINATION 
 COM105 – Business Communications 
Page 3 of 4 
 
Section B  
Short Answer Questions  
 
Total Number of Marks for This Section: 20 
 
This section should be answered in the Answer Booklet provided.  
 
Please answer ALL FIVE short answer questions  
 
Marks for each question are indicated. 
Suggested Time allocation for Section A: 60 mins 
 
Question 1 
Discuss the role and purpose of organisational communication? 
 (Marks: 4) 
Question 2 
What do you understand by the AIDA formula? How can you use this formula to write effective 
persuasive letters? 
                 (Marks: 4) 
Question 3 
Explain how collaborative communication technologies impact communication in today’s 
workplace. 
                 (Marks: 4) 
Question 4 
Identify strategies that improve communication in virtual meetings. Discuss the potential barriers in 
communication during virtual meetings. 
(Marks: 4) 
Question 5 
What does Universal Non-Verbal Communications mean? Provide an example. What are the roles of 
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Short Essay Questions  
 
Total Number of Marks for This Section: 10 
 
This section should be answered in the Answer Booklet provided.  
 
Please answer ANY ONE question  
 
Marks for each question are indicated. 




Discuss issues associated with using email in the workplace.  
What are the benefits of email? What are some of the problems that can arise through inappropriate 
use of email?  
Discuss some strategies for effective email management.     
               
                 (Marks: 10) 
 
Question 2 
Outline the advantages and disadvantages of group decisions.  
What are the five keys to group and team empowerment? 
Also, identify the two factors that may lower the standards and expectations of a group? 
               (Marks: 10) 
 
 
